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I certify that the account number(s) used above are correct and funds are available to cover this expenditure.  I have attached Budget Summary form to this request.

Signature of Approval :___________________________________
PERSON WITH PO APPROVAL PATH AUTHORIZATION

TIME SHEET AND/ SIGN IN SHEET FOR ALL EMPLOYEES LISTED.

REGULAR JOB TIME CLOCK DETAIL REPORT FOR PARA-PROFESSIONALS AND PART-TIME, TEMPORARY EMPLOYEES.  (N/A Summer School)

STAPLE BUDGET SUMMARY SHOWING AVAILABLE FUNDS AND YOUR CONFIRMATION OF CORRECT ACCT. #. (Negative Balances will not be 
accepted) Print or type name:____________________________

REVISED 05/2022

SUPPLEMENTAL PAYROLL REQUEST FORM
MUST BE RECEIVED IN PAYROLL ON/ BEFORE THE DUE DATES
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